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‘*Oﬁice CMOYZNAUI? + UNITED STATES GOVERNMENT
‘ Chiet, Management Staff - !, DATE: ’SEP 26 195;

you requested there follows the proposed sutmission to the Kéiian

v n the sctivities of the O & M Staff, DD/P Area:

‘a. Revisions in the Tmbles of Organization for units within the DD /P

"Area continue to require a major part of the staff's effort. There vere

2 24 major changes in the Tubles of Organization and 106 minor changes

R For this report a minor change in.clved ten or fewer smployees T

L general, this contributed such improvements as develoning consistert
organizational titles; sHortening the 1lines of authority and comm: fca“ior
and combining like func<ions.

At least four reauesta for sdd{tonal personnel were denfed b, + «
~ O & M Staff and in each case changes (n work flow, realignment of dati-s.
.4 Or 8 re-appraisal of the need for sdditional positions was successf.ll

' presented as an alternate to the request for an increase in staff.

© . b. The following O & M Btudies vere completed:

. (1) Support Burden of Smel) Field Statiohs. Recoumendations vere
_.Provided for the relisf from edainistretivessupport burden for three-
- man field stations. The DD/S support. elemerts were asked to eliminate
specific areas of work; to provide rative assistants to cer-

- (2) Manpower Meels of the Cable Becretariat. : The Cable Secretariat .
~ believed that additional personnel were necessary in order for them ’
- to carry out their responsibilities. This -study vas directed tc in- :
- creasing the number of productive man hours available without ar -
" increase in their present ceiling.. The reqommendations which were '

(a) Conversion from rotating to ctr_ni&t‘:'nhiftu;

.(b) The use of a part time workforcill‘my ure |-

(¢) Recruiting in the f1e14, with shift yitk & condition of en-
<. ploymsent, in ardsr to minuznth.l?an-bocrd ecount of
- employees within the current ceilipgs ~ - -
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{d) Periodic submission of vroaduction reports end the establ: h-
s#nt of production stancards for employees:

{=) Clarification of certa:r rar izstional al!.nnents and
iines of command .

«

= emergency starfing procedure vas also devel.ped for use *:
weeting unusual demands of a temnorary nature.

{3) Externsion of the Document IQcator System. This system emplovec
in the DD/P Area was evaluamted sni the use extended :o include thore
documents which originate in the 1).S tren The procedures for 1+t «
implementation were devsloned and ratalled hy this araff

{4} © & M Studies in -he Recorda Integration Divie: . At the re.
quest of the Chief of Records Integration we resumed the Organizet: v
and Management study :n the Typina Section. The recomendations 1+ -
volved changes in the organization strusture; improvementa in super -
visory practices and al:erations i: the revorting stracture. All
recommendations were ac:ented and ‘nstalled by the Chief of RI Tt -
management study of RI organizations {s continuing and is belna cc
ordinated with the newl: appointel Racords Policy Officer of DD/F
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